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2. The Committes approved the sdoption of the Bigloyee Suggestions
iisted dolow and recommended swards ﬁ”&. amounts shown:

25X1A "

Snsanation lo. P
483 % 10,00
929 200
180 . 15.00
A2U3 15.00
1244 . 20,00
1424 10,00
1637 10,00
1656 10,00
1m0 50,00
1728 2,00
1789 10,00
1900 000
93 Comnenda: Lattayr
1'no Commendstory Letter
12%% 0,00
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3, The Committe: sugzested defamt of the following muggese
ﬁm%ahmmaﬁnginamurma}mm&w followeupt

165C - Daferred for further reviev Iy the Incentive dwmrds
3taff to determine 1f an awverd eould also be gleen 25X1A

- I

123 - e oo ted that this be deforred in order
that he way discuss it furiher uith NN 25X1A

1611 ~ Peferred in order that Incentive Awards Staff mey
determine fyem C3A8 the aotual valus of the
sugpestion,

Le The Committes approved the recommendaiion of the ewvaluating
Cffices for moneadoption of the following Employes Sugpestions:

1075 1285 1377
1235 129 1%
1262 1305 1070

5. The Chairaan trlefed the Cormitiee on the prosentation
caremony ak vhich the Director sented 4 Performance fwards totaling
£3,000 in Mds office on 18 r 1955,

The Ohairman presenied mmm..mﬁmvmm
vy Deputy Chiaf ond Casual
Division, OF Parsonnal, that the bnnranne eod A Desanity biviston
personnel be given & mmzp Avard for performauce of duly. He further
. gtated that this roommwndotion had the wholeheartad approval of Mr,

wgafmkmwwwﬁiﬁﬁm The
Compd tiee 2u pranting a group sward and appropriste certificute
signed Ly the Bireotor to the ICD, OP.

7. The Chairman reported that ut his request Col. L. ¥, Widte
had ddiscussed at the last DD/S Staff Meeting the need for move ﬁzﬂ.
amd thorough eveluniions of employes suggssilona, ;
that hiz office hed put a2 two weeks suspenss date on evalustions,
moved that a two woeks suspense date be put on al)l avaluse
tions by the Imceative Averds 3taff, After some disoussion, it was
decided by the Committes that the two weeks suspense dute system vould
be initiated by the Incentive Awards Staff., In the event an office
datormined that it would need more tims for ewaluations, the Imcentive
Avards Staff should bo notified Ly the swsluating offioe,

25X1A

8, discussed the need for better
ovaluations, plas of wvhat they considered to be inadecoate
and perhops misunderstood evalumtions,

9. oroposed thei certain mugpestions be weedéd out by
the Incentiwe Awnrds 3taff, because ho fealt aome sugpastions 414 not
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wvasrant the time necessary for considerstion by the evaluating offices,
; Genersl discussion of this recoumendation took place, in which 1t wus
25X1A pointed cut by the Insentive Avards Secretary that a change of Regulam
mhmbemﬁmhmw this type of
aystem, The Chairman stated that he would discuss this further with
= the Ingentive Avards Offlcers,

10, Chalrmen informed the Commdtise that

a, Chairman and JAC Officers are to attend 2 mesting om
;' : Govermmentwide 1A Program at Civil Service Commission
! (iimitad to 3 from CIA).

b, He was sending the Incentive Awurds Secrelary to the
Hatiomal Association of Suggestion Systems Comvention
at Cineinnati, 31 October and 1 November,

" 11, A gusation wes posed Ly 2= o whether the Incen~
tive Awards g:f:f should sereen mors closely the evaluations which are
sent out on "Round Robin®, Along with this, the Executlve Secretary
stated that only a majority of a quorsm {3} vus necessery for final
aotion on & suggestion, The above points wore considered to be a part
of the overnll evaluation problem whick ia 0 be discussed by the
Chairman and the Incentiwe Awards Offlcers.

12, The Mesting vas adjourned at 4115 P.H,

I 25X1A
Exscutive Seeretary
Insentive Avards Committes

AFFROVED)

/ 5/ Datet / //ﬁ*/ sz

Chalrmen, Incentive Awards Committse

Approved For Release 2000/06/19 : CIA-RDP80-00832A000200030001-1
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21 October 1955

MEMORANDUM FOR: Chairman, Incentive Awards Committee

SUBJECT ¢ Meeting of CIA Incentive Awards Board

In accordance with the provisions of Regulation | EEEE
Incentive Awards Program, the CIA Incentive Awards Board will meet
on Wednesday, 26 October 1955 at 2:30 P.M. in Room 242, Curie
Hell.

FOR THE CHAIRMAN, INCENTIVE AWARDS BOARD

Executive Secretary

NOTE: Tabs 1 thru 15 on 29 September agenda are to be included
on this agenda,

Approved For Release 200(§E§ﬁ€[ CIA-RDP80-00832A000200030001-1
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CIA INTERNAL USE ONLY
Suggestion No, 685~

Summary of the Suggestion:

It is suggested that a pull cord attached to a buzzer be
installed in all Agency shuttle buses, for reasons of greater
efficiency and passenger convenience,

Evaluation of Concerned Office:

This suggestion was originally evaluated by the Chief,
Administrative Staff, Logistics Office on 28 January 1954 and
disapproved. The Incentive Awards Board later concurred in this
disapproval, However the evaluator now informs us that as of
25 March 1955 the suggestion has been considered and recommended
for adoption, Benefits are intanglble as the contribution is
primarily one of convenience to Agency employees utilizing the
shuttle bus service,

Recommendation of the Executive Secretary:

Approval and cash award of 510,00 based upon intangible

benefits,

CIA INTERNAL USE ONLY
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A, Summary of the Suggestion:

The suggester proposes that Form 70-82 be made up into
pads with one-time carbons. Since each report usually con-
sists of an original and five copics, such pads wuld reduce:
assembly time considerably. "Such sets would effect material
reducings in cost by savings to typists' in assembly time
and correcting time, Intangible benofits would also be derived
since these sets would be easier to wrk w th and the typist
would work at a neater, uncluttered desk.

B, Evaluation of Concerned Office:

On 15 June 195k, the Assistant Director of Research and
Reports rocommended adoption of this suggestion stating that
Form 70-82 is now being used by one division but a second
division is about to begin its use and two other divisions
are very much interested, Somewhere between 50,000 and
100,000 of these one-time pads would probably be used in ORR
in the course of ayear. It is noted that single sheets of
various colors with carbon attached are now a standard item
and that a one-time pad of original and six caroons Wes former-
ly in use, thus we judge that it must be considered less expen-
sive to use a sheet of carbon only once than forie typist to
insert a carbon when a copy is typed, There is no question
but that there would be a considerable saving time, but we
suggest that the experts be asked to estimate the net saving
in cost.

On 22 October 195k, the Chief, Records Management Uivi-
sion, lanagement Staff stated that a complete study had been
indertaken concerning the suggestion and that it had under-
gone several modifications., That they were endsavoring to
make arrangements for implementation of the revised suggestion
with the office of primary interest (ORR).

On June 17, 1955, the Chief, Records Management Division/
MS recommended an award of at least $20.00 based on an csti-
mated savings to the govornment of approximatoely $377.75 bas-
ed on 50,000 sets used per year. The suggestion &5 submi tted
was not adopted, however, use of the suggester's basic idca
of one-time carbons resulted in the change that will result
in the estimated savings, Based on a production and use of
50,000 assemblies per year, 300,000 Form 70-82 (50,000
originals and 250,000 tissues), the following costs were deter~
mined: ‘ '

CONFIDENTIAL
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Suggestion No, 929 Cont.
Present method:
Material cost (paper and $1810,00
Carbon at $,0362 per asscmbly)

Labor cost (55 seconds assembly 1161,13
time for GS-4 at $1,52 per hour)

Total $2971.13
Suggestod Method:
Material cost (snap-out sets $6000,00
@ $0,12 per set)
Labor cost (15 scconds assembly 316,62

time for GS-4 at $1.52 per hour)
Total $6316,62
Alternate Methodf

Matarial cost (original of $2150,00
form 70-82 plus 5 legal size

"letterex" at a cost of $.043 per
assembly)

Labor cost (21 seconds assembly

time for GS-L at $1,52 per hour) LL3.38

Total $2593,38

C, Recommendation of the Executive Secrotary;

Approval wi th award of $20 based upon tangible savings

affected through the adoption of
gostion, If ORR's prediction of
becomes a rcality, the estimated
considerable and 2 supplomentary

N2

CONFIDENTTAL

a modification of this sug-
increased use by other division
gavings would be increascd
award should be rewarded,

Approved For Release 2000/06/19 : CIA-RDP80-00832A000200030001-1
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uggestion N

A. Summary of the 8uggestion

The suggester proposes use of a system to identify further, by

symhol or brief verbal dsscription, the reference listed on a|illlreport. 25X1A

Such identification, it is maintained, will effect economy of effort and

decrease processing times in that Foreign Document Officors now working

with these rcports must now verify references by physically obtaining

them, although this time consuming action would not be necessary in many

cases when the nature of the references could be properly identified. It

it further suggested that CS reports based on enclosures to-reports shoula 25X1A

| identify their source to prevent false confirmation. ILastly, it is suggested

25X1A that ajlllreport should not be made and distributed if the original

document is exploitcd and a CS report distributed on it. The suggester

feels these suggestions will make for a better intelligence product and

will decrecase handling processes, expedite production, prevent duplica-

tion of translation efforts and save funds.

B. Evaluation of Concerncd Offices

The suggestion was evaluated by the Chief, FI/RQM/Reports Control
wvho advises the Board, in part, as follows:

"In view of the fact that a CS report often covers only a ssmll portin:
25X1A of a raw foreign language document issucd as «jjjjjill there is frequently
good reason to distribute the original foreign language document. Failure
to do so may result in useful information not being made available to those
needing it. If the report is held up for translation and full processing
of all parts, much of its valuc as intelligence information may be lost...
We cannot agree...that material issued as a C8 report should never be

put out in its original, foreign-language form as o/ IR 25X1A
25X1A " ' , . !
We agree thatlllll rcferencing S reports should state substan-
tially that "the referenced report is an abstract (or summary or extract,
as the case may be ) of the attached material." In other instances where

the references CS report is a partial exploitation of the Bl terial, 25X1A
it should contain a statement to the effect that “referenced report is ,
based on Attachment x, pp. x~-x."

"Insofar as the suggestion under review provides for a short indication of
25X1A the nature of CS reports referenced on| . ve sgree and shall under-

take to have Area Divislons use this system.”

The Chief, FDD commented that the procedure suggested above "would be

entirely satisfactory to FDD and we believe would accomplish the objectives
of Suggestion No. 1230.%

SECRET
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25X1A ODDI, on réviewing the above, rccommended “nominal
25X1A award as involved represent roughly only about 2% of total -
or about 500 per year."
C. Recommendation of the Exccutive Sceretary:

Approval and award of $15.00 based upon 1ntangible benefits to be received
through adoption of a portion of the above suggestion.

O¥ .

2

. BECRET
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Suggestign No. 1243

A, Summary of the Suggestion:

. The suggesper proposes: (1) that the date he placed

on the coversheet by the Dispatch and Pouch Section at the
same time that the dispatch is dated by that Seetion; (2)
that a rubber stamp be secured to include four routings -
RI/AN, RI/WU, RI/TY, RI/FI, which wuld result in the saving
of time of employees in the Analysis Section; (3) that a
block stamp be entered on the coversheet in the lower right
hand corner,

B, Evaluation of Concerned Office:

The Chief, Records Integration/FI, has advised the Com-
mittee that elements (1) and (2) of the suggestion have been
adopted and put into use. Number (1) will eliminate the neces-
sity for the Analysis Section dating the coversheet and will
reduce the total time involved as both dates w11 be insert-
ed at the same time by a member of the Dispatch and Pouch
Section, MNumber (2) is considered feasible and will be
adopted by the Dispatch and Pouch Section. Rubber stamps are
being secured which will include the four routings on the
one stamp and will therefore eliminate any additional stamping
of the coversheot by the Analysis Section. The stamp list-
ing the four routings will replace the single stamp formerly
used in the Dispatch and Pouch Section, This will result in
the saving of time of employees in the Analysis Section,
Number (3):sis not considered feasible, Area Divisions and
Staffs use the covershoet on other material in addition to
outgoing dispatches, The use of the block stamp for out-
going dispatch coversheets only could lead to considerable
confusion in the Divisions and Stafis,

Ce Recommendation of the Executive Secretary:

Approval and cash award of $20,00 based upon adoption of
two of the three elements of the above suggestion and intangible
benefits to be received, Actually, benefits constitute tang-
ible savings in employve womk timo, but total monetary savings
cannot be calculated on the basis of existing data.

b5

SECRET
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Suggestion No. 1236
/3/0

Summary of Suggestion

The suggester proposed that in the CIA Map Library the "set aside" mﬁ?
drawers be examined to determine if they are presently needed. The
suggester felt that these drawers contained maps collected for specisal
purposes or projects, have been allowed to remain apart from the main
map collection long after the completion of the projects for which the
maps were assembled. The suggester proposed that a date stamp be placed
on the set-aside drawers after which the contents would be retunred to
the main collection. A cleanout of such drawers would restore several
hundred lost maps to the collection.

Evaluation of Concerned Offices

The Acting Chief, Map Library Division, Office of Research and Reports,
advised the Board that all maps removed from the regular systematic file
of the loan copy collection are, or should be, charged to individuals.
Consequently; through the use of the card catalog and loan records, these
maps arc available and arc not "lost maps." The maps in the drawers
referred to were cataloged and were charged to individuals or were
duplicate copics which were not part of the loan copy collection.

The "set aside" map drawere developed as a part of a loan policy which
permitted researchers in the Geographic Arca to renew loans by telephone

- and thereby keep loan copies of meps indefinitely. This loan policy has

been reviewed from time to time and, in view of this suggestion, the
matter was again discussed with the Chief, of D/GGn I am now informed
that D/GG i1s agreeable to a Map Library policy of recalling losns at the
end of six months. It is believed that this solution is preferable to the
one suggested.

The suggestion was valuable in that it led to a reconsideration of the
@ég_;ibrary policy i Topards Lo loans togresearchefgﬁfﬁADLQQL\_It is not
believed that there will be any tangible moncy saving resulting from this
change in policy."

The Assistant to the DDI, Admin, concurs in the above evaluation and
recommends a nominal award.

s ———

Recommendation of the Executive Secretary

Approval snd award of $10.00 for intangible benefits.

o

CONFIDENTIAL
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Suggestion No, 1344 Cont,
C. Recommendation of the Exccutive Sccrotary:

Approval and award of $15.00 based upon intangible
Benefits,

72

SECRET
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Suggestion No. 1h2L

A,  Summary of the dSuggestion:

The suggester proposes that OCIL discontinue the publish-
ing of Briefing Notices for days on which no briefing will be
held, It is pointed out that 'Tae Present Practice is iop
each office &0 receive a papor classified Secret, bearing a
Briefing Notice Number, stating that no briefing is te e holrl
on certain days. I am of the opinion that the elimination
of these notices would save quite a considerable amount of
time end money,- ..The saving wuld not only be in the actual
preparation of the notice itsclf, but in the time each recipilont
mst spend in logging, as required to meet cxisting dgency
Regulations, In addition, these notices are usually publish.-
ed and recaéived at such a late date by recipients as to war.
rant expedious handling, in most cases hand delivery to
internal office recipients is necessary,

In placc of issuing the above, the following svgg.stiong
are offerocd: :

as Notification by OCI to each offise individual respons -
ible for arranging the office attendance at “ho
briefings.

b, No notificaiicn by C0I and each offas ‘o assrme L4
a bricfing nolice 15 not received towo Sriefing
will take nlians . *

Ba  Bvaluation by the Corcevmec Offica:

e VN /Pres?0CD evaluated the suggestion and &irisos
the Committee wu . 2q yq, -

" - i ’ i i ” 5 L] L4 3 . . . ]
The distrabution of i > iofing” notices wee initiated
19 May 1954 because of the mumber o. - M o
s ps DR , - oaemsons inguiving about
briefings or attempting to attend them av = o
o iy ovlar times only

to learn that none wére scheduled, FEight suck Saos Wers
distributed in 195,

Paragraph 2.b of the recommendiation proposes a return
to the unsatisfactory earlicer procecdme,

Paragraph 2.2 of the recommendatiém proposes some notice
other than that presently used. This could be by telephone
or in writing,

a, Notice by telephonc would require 50 initial
calls - an excessive administrative burden,

b, However, as a result of this suggestion, the
clerical logging burden will hereaftor be
eliminated "CIA Internal Use Only,"
e 2000/06/19 : CIA-RDP80-00832A000200030001-1
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Suggestion No, 142l Cont.
It appears that a commendation, or possibly a token award
depending on position and grade of the suggester, is war-

rented,

C, Recommendation of thc ixecutlve Secretary:

Approval based upon adoption of a portion of the suggestion
and nominal cash award of $10,00 for intangible becnefits.
Tangible benefits resulting from reduction of clerical burden
cannot be calculated on the basis of available data,

sk

CONFIDENTLAL
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CIA INTERNAL USE ONLY
Suggestion No, 1637

A, Summery of the Suggestiont

The suggester proposes revision of Form No. 34~7 (used by the
Comptroller's Office to identify checks to be mailed to vendorsa) to
the extent that: (a) the size be reduced, therely eliminating
necessity to fold each form prior to its insertion in wailing enve-
lopes; and (b) vendor name and address (already, it is maintained,
contained on the check itself) be omitted, and "Amount" and "Agency
Voucher No." sutmitted therefor for crosa ldentity of check and
mailing slip, Suggested changes, it is further naintained, will
result in considerable savings of time for the clerks who prepare
and check the vouchers, as well as eliminats existing inconveniences,

,,,,,

The Deputy Compirollivs ..t ymq hls suggsstion and advised
the Committee that part () {above) of i wrogsation had already
been considerei and a decision was wace to implement 1o S P
He further advised the Committes as follows:

"o + o3, Consideration by this Office of the propesal to
eliminate names and addresses of check payees from mailing
slips has resulted in a change in the procedure for preparing
these slips to the extent ef discountinuirg the insertion of
the address of the payee on the mailing slip with respect to
each check mailed by the Distursing Officer which inecludns such
addresses; no mailing slip is prepared in instances where the
vendor'a.invoice mmber is available and inserted on the check
itself, To this extent, therefore, this Office has already
adopted a portion of the averall proposal contained in the
Tmployee's suggestion and it is estimated this change in
procedure will accomplish a savings of approximately $100,0
per annum in the Fiscal Processing Branch, Fiscal Division.

"4o It has been determined necessary to continue the
practice of inserting the addresses of check payees on mailing
§lips which are meiled by the Fisecal Division since in most
cases these checks do not include +hre payee addresses,

"5. The suggester expressed the view that by inserting
"Amount" and "Agency Voucher No." on the mailing slips for
identification porposes, it would be pcssible to eliminate both
the names and addresses of payees from the mailing slips. This
has been determined not feasible, however, as the name of the
payee is the only positive means for agsociating the mailing
slips with the proper checks, t

(f}}(?f\ C. Recommendation of the Ixecutive Secretary:

Appravel o ReTERE DRI S CTAIRDPHOT492A000200030001-1

Recormend minimum 10,00 award for tangible savings,




- Approved For Rdéase ZOOOIGBMDE@TH-]RDP80-W32A000200030001-1
| Sugzestion No, 1650

A, Summary of the Suggestion:

The suggester proposes that a personality file (201)
Biographical Data Sheet be attached to the inside cover of
each personality file (sample atiached) in orde~ the gain
the following advantages: :

l. Elimination of the time spect in the charge out and
review of entire personality files to determine
whether or not the individual of the personality file
is identical with the subject of interest on the
tasis of biographical data contained in ditferent
documents throughout the folder, »

2y Increase the availlabllity of personality files
needlessly charged out before it was realized that
the subject of the file was not identical wiith the

sthject of interest.

3+ Decrease the wovk of requesting officers by the elim-
ination of personality folders not pertainéng to the
subject of their request thereby allowing them
more time for more important references and duties,

B. Evaluation of the Concerned Office:

Te Chief, RI evaluated the subject suggestion and
recommended approval as follo s:

Puliminadon

"The subject suggestion has been reviewed in RI and is
considered to be worthy of favorable consideration, The
Records Integration Division is agreeable to the develop-
ment of the necessary form and regulation to put the sub-
Ject suggestion into effect, However, this suggestion is
not original with the suggestor but is being done at the
present time in the FE area as a result of the initiative

25X1A oF om

In view of the above, it is --vOmmended that a dual
award be made in connection -+ this suggestion, one award

to go to

Recommengda 2 =2 of the Executive Secretary:
- .

25X1A

Ce

Approval and cash award of §15,00 based upon intangible
benefits, Recommend disapproval of dual award as suggested
by evaluator, Previous application of this idea was not sub-
mitted as a suggestion, was not adopted for what in effect
is general Agency Headquarters use; and would require additional
determination of the innovator's duties, etc, A policy of

- CONFIDENTIAL
Approved For Release 2000/06/19 : CIA-RDP80-00832A000200030001-1
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' ™’ CONFIDENTIAL ~

Suggestion No. 1650 Continued

equating informally adopted innovations with formally sub-
mitted suggestions could create extreme difficulties in ad~-

ministering the IA Programn, The Executive Secretary suggests
that he be requested to contact#'inform 25X1A
him that a suggestion similar to [15 1nnovation was apparently

independently submitted and consicered for award, and that
if he had formally submitted a suggestion he, too, may have
been eligible for an award,

CONFIDENITAL
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Sug..estion No, 1656

As Summary of th: Suxpcstion:
The suspesver wiroposes that a different colored form No.
5994 he plhced in & {ile "ovt! card for files t¢ be review-
ed w' ik 2RI T.v & dente duration. Use of this e of “out!
carc woald save ine and possibly eliminate the necessilty
for Iullow up %o file rvemovers, Very often files are order-
ed and removed for use iu the RI File Aoom proper which means
they are returned for re-filing the same day, Thus the
char-e out s3lips become obsolete immediately, and needless
time is lost in referrals. .

B. Evaluatigg of Concerned 0ffice:

The Chigf, Recorcws Integration, has advised the Comii te
tee that in their opinion the sugiested procedure may be
applied tc a limited extent,

The above suggestion can be adopted only for those files
which may not be removed from the RI File Section Reference
Room and in those cases where the requester states that the
file material will not be reviewed in the RI Reference oo,
e procedurs does not apply for the majority of requests
that are received routinely in the mail unless the requester
should indicate his preferances to review the material in the
RI File Room, The File Charge Out Slip, Form No. 59-96, has
been previously ordered in triplicate for other uses but
can be adopted to the purposes of the avove suggestion., 'The
procedurs will be implemented by RI in line with the above
stated limitations,

The suggestion will not provide for any tangible savings
within BI, It woyld find its benefit in saving the time of
RI/File Section customers,

Cs Recommendation of the Executive Secretary:

Approval and award of $10 for intangible benefits

received,

-

CONFIDENTTAL
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Suggestion No, 1720

Summary of the Suggestion:

The suggester submitted a comprehensive outline for a
training program for the Foreign Documents Division, Office
of Operations; which included objectives, prozram, methods
of implementation and anticipated results,

Evaluation by the Concerned Offices:

The Chief, Basic 3chool, OTR evaluatgd the suggestion
and advises the Committee as follows:

"Its (the Program's) objectives are good, and there is
ample precedent for such a program in the training activities
of other offices, « « +» The suggestion incorporates a series
of related suggestions which, collectively, have a great deal
of merit, To carry them out wuld involve, as a minimum,
action on the part of FDD and two or perhaps three of the
Schools of OTR, I believe OTR could meet its share of the
proposed responsibilities without great difficulty. As:a
first step, however, there should be an official indigation:
by FDD that such a training program is desired and that the
need for it exists, On the basis of such an expressed requirc-
ment, action could then be taken to wuk out the process of
implementation. ., . It is recommended further that the sug-
gester be commended for a thoughtful, constructive, well-formulat~
ed contribution,”

The Chief, FDD advises the Committee as follows:

"Employee suggestion #1720 was sent to the Chief, FDD
verbatim...on 8 February 1954, While some of the specifica-
tions concerned training practices in effect in the Division
at that time, the study as a whold was excellent and a memor-
andum of commendation was written for (thessuggester's) person-
nel record, All provisions which were practicable and desirable
were adopted and have been in effect sinces . . .(The suggester's)
outlined training program showed a great deal of thought -and
wrk beyond the call of hisposition. « + It wuld be impos-
sible to calculate any money savings as a result of those por-
tions of the suggestion which are in effecty The effect is
improvement in the Division's products and hence a morale

stimiland,"

Recommendation of the Executive becretary:

Approvgl and Level D award of 450,00 based upon intangible
benefits affecting an cntire divisional component.
7
{ ;“\ CONFIDENTIAL
i?
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Suggeétion No, 1728

A, Summary of the Suggestion:

The suggester proposes that birth certificates or appropriate
legal substitutes be furnished by all Agency personnel, and by all
new employees prlor to their E.D, for permanent inelusion in their
Official Personnel Folders. Advantages are seen in the saving of
Agency time and money, particularly by the Central Processing
Branch in the processing of passport applications.,

B. Evaluation c¢f Concerned Office:

The Chief, Planning Staff, Office of Personnel. evaluated the
suggesvion, and advised the Committee of its limited adoption as
follows:

STATINTL "1. Regulation|i N rccuires that travei orders be
written at least six weeks in advance of an individual's departure,
and sufficient time is normally available in which to cbtain
evidence of birth for passport purposes. However, siunce it is
quite likely that DD/P persomnel in grades G5~7 and above, as well
as technical and professional personnel in the Office of Communica=
tions, will eventually be assigned outside the United States, it
1s considered worthwhile to obtain necessary evidence of date of
birth from these personnel at the time of their initial assignment.,
Appropriate Office of Personnel instructions to accomplish this are
now being drafted and will be issued in the near future,

"2+. Limited adoption of suggestion No. 1728, as described in
the preeeding paragraph, will have the effect of insuring the
availabllity of nooewvoary egvidence of date of birth in those cases
requiring it. Except in rare cases requiring procurement of pass-
ports on short notice, adoption of the suggestion will have no
identifiable beneficial effect on the operation of the Central
Processing Branch of this Office, A nominal award is recommended."

Office of Personnel Memorandum No. 20-801~15 (implementing
memorandum) is attached hereto,

C. BRecommendation of the Executive Secretary:

Approval and award of $10.00 based upon intangible benefits
to be received through limited adoption of above suggestion.

g0
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coprPy

8 Jung 1955

OFFICE OF PERSONNEL MEMORANDUM NO. 20-801-15

SUBJECT: Obtaining Written Evidence of Date of Birth

1. Effective immediately  the Records and Sexvices Division
(RSD), will request all new appointees in the follgwing categories to
furnish, for retention by RSD, written evidence of their date of
birth which is adeguate for the purpose of obtainin@;passports:

a. All persons, GS-7 and above, assigned to DD/P Offices

b. All technical and professional personnel assigned to the
Office of Communications.

2. R8D will not be required to maintain any folloy-up to insure

compliance sgince the burpose of this procedure is to assist the employee
in the event he is subscequently assigned overseas, .

SIGNED: HARRISON G. REYNOLDS
Director of Personnel

OPM 26-55

CIA INTERNAL USE ONLY
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Suggestion No, 1789

Ay Bummary of the Suggestion:

The suggoster proposed that Agency Notice [N N STATINTL

"Employec Services Housing Information Scrvice" be filed in
the Central Processing Branch Area information folders and
in the gencral briefing folder for returnces. It is felt
that this would make the information on housing service a
part of routine processing for outgoing or returning person-
nel, whereas present distribution of this notice does not
distrubute this helpful information on a suffieniently wlde

scale,

B, Evaluation of Concerned Office:

The Chief, Plans Staff, Office of Personnel evaluated

"Attached suggestion has been put into effect within
the Central Processing sranch, Records and Services Divisioén,
Office of Personncl. In-and-out-casuals are now being apprised
of housing information by memvers of the CPB Personncl
Section,

The merit of this suggestion is largely intaagible in
that it is associated with employee morale rather than in
effecting an economy, being thereforo, beyond monetary
measurement, This office accordingly suggests that the Com-
mittee reward the suggestor by a letter of commendation,
nominal monetary award or both,"

C. Recommendati¢n of the Executive Secretary:

Approval and minimum cash award of $10.00 for intangible

benefits,

CIA INTERNAL USE ONLY
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suggestion No. 1834

A. Summary of Suggestion

The suggestor recommends use of & simple questionnailre (similar to that
used as Enclosure 1 to Secret Document ONI-29.-5) for the purpose of
eliciting and transmitting back to the authors of intelligence publica-
tions comgumer reactions to thelr product. Use of the gquestionnaire would
also permit producer tabulation of the eventual consumers. Increased
producer efficiency and increased morale of intelligence analysts are
suggested as possible results.

B. FEvaluation of Concerned Office:

25X1A [ 51 ctent o the DD/I (Planning) advised the Board as

follows:

"The suggester correctly points out the difficulty in getting consumer
reaction to intelligence reports. He could have gone a step further and
submitted a suggestion as to how the intelligence collecting components might
get the analyst reaction to information reports (evaluations).

The use of the questionnaire mechanism is worthy of trial to deter-
mine whether the intelligence consumer will respond to such interogation.
So many consumers evaluate intelligence reports with tongue in cheek, i.e..
always favorable for fear that the source will dry up.

" pelieve that the true benefit of the suggestion will not lie so much

. in improved efficiency &as improved quality. The reports will be directed

< more precisely to the requirements of the consumers. The improvement in
o .' N . . v 1 . .. ] > KD
~ morale is questionable in view of the fact that honest evaluations might

discourage some of the less competent analysts. On the other hand, the
really good analysts will get a morale boost from good evaluations. Oon
balance it appears that the Agency would benefit by both of these situationne.
‘The incompetent would be quickly identified and possibly_eliminated, and the
good analyst would be tagged for better assignments."

The Executive Secretary has been verbally informed ‘b_ 25X1A
DDI on 8 August 1955 that OSIL, ORR, and OCD have adopted the above
suggestion and are preparing forms tailored to *heir individual needs.

¢. Recommendation of Executive Secretary

Approval based upon adoption and award of $50 based upon intangible benefits

currently anticipated. /VL‘yVa/i,
—F ) ;

BECRET
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Suggestion No 1900

A, Summary of the Suggestion:

The suggester proposcd thaty, in order to e¢liminate a
safety hazard, a concrete sidewalk or macadam path be construct-
ed between the east ond of Que building and the roadway im-
mediately in front of the Building Guards shack, When wet
the path becomes slick and muddy and endangers personnel going
from Que Building to the Guard shack, and to Buildings 11,

13, and 14 or vise-versa,

B. Evaluation of Concerned Office:

The suggestion was evalnated by the'Chief,-Administrative
Staff, who advised the Committee as follows:

"The responsibility for maintenance and impwovements to
public buildings and grounds rests with the Public Buildings
Service of the General Services Administration, Accordingly,
the PBS has been requested to establish an asphalt walkway
as cited in the employeo sugiestiony The PBS Superintendent
indicates that this installation should be complotod on or
before 15 September 1955,

In our opinion no monetary savings can be realized from
the implementation of this suggestion. However, as the
suggester has pointed out a safety hazard,iit isirecommended
that th- =w10YGC Uo swantod ap appropriate monetary award
-+ W16 basis of the intangihle benofits of the suggestion,!

C. Reccommendation of the Executive Secretary:

Approval and cash award of $10.00 based upon intangible
benefits, '

O F -
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' Suggestion No. 1611

A, S ry of the Suggestion:

The suggester proposed that Agency Regulatory Issuances of
temporary value be printed on colored paper with the expiration
date of applicable issuance noted thereon. It is maintained
that the printing of such issuances on colored paper would facili-
tate in removing inective material from the current files,

B, Evaluation of Concerned Office:

The suggestion was evaluated by the Deputy Chief, Regula-
tions Control Syaff, Management Staff who advises the Committee
as follows: "This suggestion has been adopted partially.
Tentative regulations are now appearing on blue paper, Notices
bearing expiration dates appe@red for some time before this
suggestion was reviewed., Colored paper for these publicatiins
is not thought feasible., It is possible that expiration dates
for tentative regulations may be required at some future date,
through the force of circumstance rather than as a result of this
suggestion,!

C, Recommendation of the Executive Secretary:

Approval and minimum cash award of $10,00 ® r intangible
benefits to accrue through partial adoption of suggestion.

STATINTL

¢
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Suggestion No, 1913

A, Degcription of Suggestion:
| Install a wire Coca Cola Bottle holder on wall near main
1st Floor entrance to Bldgs 1l. The Coca Cola machihe and
the only depository for empty bottles is now on the 2nd Floer
stair landing, which causes a rather ludicrous traffic in
bottles. cowldo  teie Lok 'N“LIIJL
'“"‘*""‘(J)’Ek Wiy 1y *L)
g (/ e 11—;N
ST — u«.e’,:f”"’\ '”V;“!
J e

}ai'{

By

C.

Approved For Release 2000/06

‘Advanteges of the suggested remedy:

ol

{1) Would obviate spepial trips up stairs to return bottles,
(2) Would reduce oveyall "bottle traffic" on the stairs by 50%.
(3) Would make it easy to return bottles and thereby discoure
age their accumulatiop in 1lst floor offices.
(4) Would save the Coke delivery man considerable time and
energy.

".

Evaluatiog of Concerned Office:

Reference is made to Employee Suggestion No. 1913 recommending
the installation of a Coea Cola empty bottle rack or stand
adjacent to the first floor entrance vestibule,; Building 11.

This is to advise that arrangements were completed with the
Coca Cola Company through the Washington Society for the Blind and
that a depository for empty coca cola bottles was provided on 25
July 1955, in the entrange vestibule, first floor, Building 11,

Although this sugggstion offers no monetary benefits: to the
Agency, the suggester should be commended for his or her considera-
tion in providing facillties that will be of benefit to employees
and tend to increase morale,

Recommendation of the Executive Secretary:

Approval in view of implementation, as noted above. Recom~

- mend award of $10 for minor benefit of limited application,

CIA INTERNAL Up% ONLY
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gestion N

A, Summary of Suggestiem:“’~ .

The suggester proposes that a large number of catalogs of
the U.S.A.F. Extension Course Institute be procured from that
Institute's Headquarters at Gunter Air Force Base, Alabama,
for distribution to Agency Air Force Reservists during the
weekly meetings of theéir unit, The substantive value of the
Institute's Pregram in promoting the efficiency and standing
of the individual reservist is explained, and the suggester
further explains that Agency encouragement of the Reserve
Program, through such distribution of catalogs, would reflect
favorably on this organization.

B, FEvaluation of Concetned Office;

The acting Chief, Milidery Personnel Division, evaluated
this suggestion and advised the Committee that, although numér-
ous attempts have been made to obtain large supplies of the
Extension Course catalogues from local service sources, no
attempt has been made to obtain them directly from the Air Force
Institute. Since the catalogues are normally in short-supply
locally, the suggestion will be follawed, ’

C. Recommendation of Executive O8dretary:

The suggestinn has been accepted by MPD, but seems of
questiénable value to the Agency, Therefore the Executive
Secretary wishes to refer this to Incentive Awards Committee for
their decisien as to whether an awgrd should be granted and tle
appropriate amount.

CIA INTERNAL USE ONLY
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Suggestion Ne, 1075

4, Summary of the Suggestimn:

The suggester proposes @xt the Securtiy Division take
s$teps to insure that no more than one different identification
badge be made frem the same photograph negative,| For example,
it is pointed out, ". . . it is easy to ascert®in that thii

Agency's identification badge and that of 25X1A
25X1A was made from the same negative, Shoulg an employee
lose his billfold containing these two badges, it would immediate- 25X1A

ly indicate a connection between this Agency and

B. Evaluation by the Concerned Office:

The Acting Chief, Physical Sedurity Division cvaluated the
uggestion and advises disapproval of the suggestion as follows:
iThe Office of Security always welcomes any suggestions which
will improve security practices and eliminate hazards that may
lead to a breach in security.:This office and the Security
%g))é:}ﬁ‘ Officer of- do not consider the use of identical photographs
on the CIA badge and on thljjjfjredee as a security hazard. If
the two badges were lost together, it is very remote that the
finder would be able to identify the badges as CIA, since there
is no identification nome on the Agency badge. Further, a pro-
gram is in effect whereby the Agency badge, in most casesf is 25X1A

retained at the home office prior to departure fo

C. Recommendation of the Exccutive Scerctary:

Di sappi’oval .

SECKET
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Suggestion No. 1255 \

Ao Summary of the Suggestion:

It is suggested(that the short news and informaticn items
(squibs) which contain extracted material from foreign language
newspapers and periodicals and which are compiled into weck-
ly, monthly, ctc., FDD Summaries not be thus compiled but

‘ directly publishcd on 5 X 8 cards with area and subject code
STATSPEC numbers 'r’ has recently adopted this system of publishing
STATSPEC econ informatio on

5 X 8 cards because censumers found this format more suitable
for their needs, It is maintained that adoption of this sug-
gestion has the following advantages:

1. The zquibs, which are already being typed on 5 X 8
sheets by foreign documents officers, would not have to be re-
typed by a large clerical staff on 8 X 124 sheets, which con-

. stitute the FDD Summaries,

2, The six-person editoral staff of FDD could be dispensed
with, provided the foreign documents officers make sure that
the information on the 5 X 8 cards is sufficiently clear and
neat,

3+ The reproduction and dissemination of this information
would be simplified and accelerated,

L. The information would reach the consumer faster and
the consumer could file the cards directly without having to
cut out the information from the FDD Summaries and attach it
to 5 X8 cards,

5¢ As a result of the above advantages, money, timo and
manpower could be saved,

Evaluation of the Concerned Offices:

Cjaiipe Assistant to the DD/I recommended disapproval because
the idea is not considered original,

The Deputy Chief, FDD staég£{£ggt a surveyy on this question
had been made and found, that some analysts would prefer report-
ing on cards but the 1§f0rity of consumers prefer the periodic
report which assures tHe analysts of receiving alll the report-
ed information for a given period rather than placing his depend-
ence on a reading panel for full covera%g]

Cs Recommendation of the Executive Secretary:

Disapproval,
CONFIDENTIAL
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Suggestion No. 1262 ‘

A, Summary of the Suggestion:

The suggester pointed out a condition of traffic con-
gestion occurring daily at phe end of the work day by the
main road entrance-exit to the Aleott and Barton Hall
buildings. He uggested thi use of the Agency building guards
or, alternately, the U.8. Park Police to alleviate the
situation,

B, Evaluation by the Concerned Office:

The chief, Physical Security Division evaluated the
suggestion and advised disapproval as follows:

# The Building Security sranch has been cognizant of the
situation as outlined in the attached sug.estion and request-
ed the Guard Captain a number of months ago to station a
guard at this location for the purpose of handling traffic,

We were informed by the Guard Captain that he is not author-
ized to assign any gmard to direct or control traffic outside
of a building compound, We are entirely sympathetic with this
problem, but even the alternate suggestion was attempted and
the Park Police stated they do not have enough men to detail

them for such duty:i;:}

C. Recommendation of the Executive Secretary:

Disapproval. -

CLi IWTERNAL USi ONIE‘Y
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' Suggestion No. 1299

A, Summary of the Supgestion:

. The suggester points out that the Liaison Division,
LCD, employs a system of Requirement Diroctives (RD's) to
control formal requests for collection action, It is noted,
however, that the D has deviated from its initial, formal
purpase of securing fiecld collection action and 1s utilized
for other than intended purposes such as (a) obtaining docu-
ments available in the Washington area; (b) setting up con-
tacts between analysis, or requestors, in this Agency and
analysis in other Agencies; and others., The suggester feels
That answers to some requests may be obtained by simple mem-

mandum or telephone calls in 1ieu of employing the RD; and
sugpests that the Lialson Division prepare a memorandum eX-
plaining the aims of the RD in order to improve its status -
and assure collectors that priority action is required in
its handlin/g?

B, Evaluation of Concerned Officet

The Exccutive, OCD evaluatod the suggestion and recommends
disapproval, advising the Committee as follows:

" The Liaison Division, prior to this Employee Suggestion,
had ¥Tready recognized the need for clarifying the RD system
and had begun writing arn SOP for handling ad hoc requirements
for Agency quidance. We belicve that the SOP, when published,
will adequately cover the points raised in the Employee Sug-
gestion," ?

C. Recommendation of the kxecutive Secretaryt

Disapproval with letter of commendation for thc sug-
gester's initiative in recognizing a problem arca which, unknown
to him, had bcen under current scrutiny. .

CONFIDENTIAL
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Suggestion No, 1305 and 13053A.
&, Summory of the Sugpestion:

@xe suggester proposes! that development of the language skills
of "Agency personnel be encoufaged through promoting héme study

and the use of present facilitied for self--study availablc
through OTR's Language Laboratory. It is further proposed to
encourage home study by, g library-loan system for language records
and accompanying manuals,f particularly to (1) administrative =
personnel assigned oveFscas (both while at Headquarters and in

the field); (2) to personnel .slated to onroll in formal

language courses; and {3) to personnel with formal training, for
use in mdintaining acquired language abilities.

B, Evaluation by the Concerncd Offico:

[:&he Deputy Director of Training amd the Chief, Basic School,
OTR cvaluated the suggestion and recormended discpproval, Dis-

that home study is one of the less decirable means of increasing
the number of linguists fn the Agency and an increasing awarcness
on the part of responsible officials for the need to hove theéir
personnel participate in organized languoge classcs and scminars;
. (2) Experience which indicates that self-study immediately prior
to formal language instruction retards rather than increascs
class progress; %3) The fact that language records are available
on loan, at the present time, to both administrative personnel
and to personnel with formal language training who may desire to
maintain or improve their current level of abilitzzj

C. Recommendation of the Executive Secretary:

Disapproval,

CIA INTERNAL USE ONLY

Approved For Release 2000/06/19 : CIA-RDP80-00832A0002";00030001-1



LY

Approved For\gélease ZOOOIOWEEIA-RDP80§96832A000200030001-1
Suggestion No. 1377

A. Summary of the Suggestion:

The suggestion is addressed to broad problems inherent
in the present structure of the intelligence community. In
preface, the suggester points out "that there is no central
office which has ready access to the pertinent data on the
total U.S., intelligence production on foreign areas and the
details on the assoclated facilities and professional person-
nel." The suggestion, to which is attached detailed supple=-
ments, furnishing more specific related suggestions and explana-
tions, is as followss

"That a unit be established in the Central Intelligence
Agency which will provide a centralized repository and report-
ing office for all necessary and pertinent information.on
foreign intelligence production and facilities in the U.S.
Government, The specific functions of this unit would include:

A, Establishment and maintenance of a central card file
of completed and in-progress intelligence research studies
{internal and external) on foreign areas produced by any U.S,
Government agency engaged in intelligsnce research,

B, Establishment of a central reporting system whereby
all U,S. Government agencies and their components that are
engaged in foreign intelligence reaearch will automatically
report to this proposed CIA unit peridically on intelligence
research completed, in-progress, initiated, cancelled, or
deferred,

C. Establishment and maintenance of files, charts, and
rosters of U,S. governmental research facilities (agency
components) and personnel engaged in foreign intelligence re-
search,

D. Preparation and publication of a series of bibliographies
of completed substantive intelligence research since 105L5;
each bibliography would be devotec to a specific fielcd of spescs
ialization in intelligence research and would be based on the
central card file data. For detalis on these biblicgraphies
see attached Supplement C, In adcition, surveys, ch and
rosters of professional personnel and facTlities i wne o, O.
Government engaged in intelligence research would be prepzred
and disseminated to the intelligence commni ty,

PR
S,

Actually it might be practical to publish a series of
reports on specific fields of specializaticn in inteliigence
research that would integrate the following information:

SECRET

1
Approved For Release 2000/06/19 : CIA-RDP80-00832A000200030001-1



Approved For Reélgése 2000/06/1 %EMRDP80-OM2A000200030001-1
Suggestion No. 1377 Cont.

L., Intelligence research reports in a given field of
specialization completed since 1948,

2, Facilities in the U.S, Government engaged in research
on this particular specialization,

3+ Professional personnel in the U, 8. inteliigence com=
munity engaged in research in this field of specialization,

E, Subsequent to these initial publications (paragragh
D), procedures could be established for issuing similar reports
periodically to keep the intelligence community well informed
on a current basis, '

F. Establishment and maintenance of a Master Intelligence
Production File containing copies of comple¥ed intellizence
research studies on foreign areas produced by any U,S. Governe

ment Agency,

The suggester concludes that present total coverage "leaves
something to be desired; namely, a composite integrated pic=-
ture of U.S. foreign intelligence production." and adds that
"In order to be successiul, efficient, and purposeful, this
unit would have to be dynamic - the total intelligence picture
is a changing one and any changes would have to be reflected
and modifications made to kecp pace with such shanges, If
the operation is properly carried out, it should provide a
keystone to the total U,S, intelligence picture,"

B, Bvaluation by the Conterned Office:

The suggestion was evaluated byl ©co. 25X1A
His reply to the Committee, addressed to the specific elements
of the above suggestion and quoted in entirety, is as follows:

DEXAA REFEREICE: Memorandum for— ODDI, from 25X1A
— 084/PC/DCI, dated 23 November 195,
8

ubject -« Employec Suggestion No, 1330,

We do not see that an award is warranted for this suggese.
tion. Its principal difficulties result from abstractness con-
cerning problems of obvious and continuing concern to CIA (and
the TAC) since its inception. Specifically:

a, Recommendations D and E presume that bibliographies
prepared in advance can anticipate analysts! needs
in the future, This has not been true in our experience
and we judge OCD's Intellofax and Register systems
a more flexible and effective approach to the satis-
fying of these changing needs,.

- SBCRET
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Suggestion No, 1377 Cont,

b. CIA Library has been charged wi th the responsibili=-
ties suggested in Paragraph F since its establishment,
It now employs a far simpler and more economical system
for document control than that proposed here,

Cs Information on completed research (Par, 4), by subject
and area, is supplied on a daily basis to the IAC
through OCD's Intellofax system,

d, The more sensitive offices might be very reluctant
to give out complete rosters (Par, C.) of researchers,
or complete lists of projects., 4 'IOP SECRET class-~
ification would defeat the purpose of the suggestion,
cfy 2lso comment €., page 2,

e. The problem of central reporting of research in Pro~
gress  (Pars. A and B) has been w. thTha intelligence
community from the beginning, The present suggestion
is in no sense new, It has, in fact, been tested and

is being adopted in a practical form by the ¥RS and
25X1A S50, Tno reply of B o o sinils:
" suggestion, #1330, cited a ove, presents an excellens

summary of recent thinking on this subjecty

C. Recommendation of the Executive Secretary:

Disapproval based upoti opinion of the evaluating office,
Recommend Committee lotter of commendation, recognizing
thoroughness of the suggestion as presented, and commending
effort of constructive thinking in regard to one of the major
problem areas of the intelligencuy commnity, Previous sug-
gestion No, 1330 on the seme subject '
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Suggestion No, 1379

Ae Summary of the Suggestion:

The suggester proposes, for use by the Agency's "Traveling
salesmen" who must visit periodically the overseas arcas and
25X 1A F an adaptation of a regular stenotype machine,
which will be becord in scrambled fashion notes which will form
the basis for action to be taken upon return to headquarters.
He states that he is moking the basic assumption that note

taking is a vital part of such visits and that the' security of
such notes is a "Noi 1 headache", :

B. Evaluation by the Concerncd Office:

The Chief, PP/SAC/R&D advises the Committece as follows:
"Subject employ:e suggestion has been considered by the Commun-
ications Working Group and the Spe cial Equipment & Techniques
Working Group of the DD/P Material Board, It was the conelusion
of sach Group that there is no valid requiremchts for the device
proposed in view of the present existence of such facilities
as tape recorders, dispatch pouches and other standord devices
at Agency installations overseas. It is believed that the use
of these facilities, which are availablc to all (Agency official
travelers, would preclude the need for developing a device sucdh
as that proposed by employec suggestion #1379,

C. Recommendation of the Executive Seerctary:

Disapproval with letter of appreciation to suggester convey-
ing the above explanation.
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Suggestion No. 1070

A, Summary of Suggestion:

The suggester proposes that the Agency make a security film
designed solely for its employees. He states, "I believe the
filnn would be of great benefit to all new employees and could also
be shown periodidally (for example in the Agency orientation
course) and to the older employees to serve as a reminder of the
do's and don's of CIA security."

B. Evaluation of Offices Concerned:

Both the Acting Chief, Physical Security Division and the
Chief, Orientation & Briefing/Basic School/OTR evaluated the sug- :
gestion. They advise that the suggestion is not original, production &=
of such a film having been considered for a number of years. In :
fact, outlines for two films have been prepared, and action to pro~
duce a film to be completed in 1955, was initiated prior to the
recélpt of this suggestion.

C. Recormendation of the Executive Secretary:

Disapproval., Suggestion is already in effect and no part of
the suggestion notes an added contribution.
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